FIELD TRIP/SCHOOL BUS REQUEST FORM & VOUCHER

CHAMBERS COUNTY BOARD OF EDUCATION

(TRIP REQUESTS MUST BE RECEIVED BY TRANSPORTATION DIRECTOR 10 DAYS PRIOR TO TRIP)

TO BE FILLED IN BY SPONSOR

SCHOOL:  VALLEY HIGH                                       DATE:_______________________________________

DATE OF TRIP_________________________  DESTINATION___________________________________

SPONSOR_____________________________   CHECK: (  ) Academic   (  ) Athletic  (  ) Band   (  ) Other

PURPOSE OF TRIP ______________________________________________________________________

NUMBER OF STUDENTS ____________ NUMBER OF CHAPERONES ___________   NUMBER OF BUSES ___________

DEPARTURE TIME _____________ RETURN TIME _______________ DISTANCE ONE WAY _______________________

EMERGENCY EVACUATION LEADER _________________________________________________________   (TEACHER)

EMERGENCY EVACUATION HELPERS _________________________________  __________________________________






   STUDENT



STUDENT
TO BE FILLED IN BY DRIVER

DRIVER’S NAME_____________________________ BUS #________________ DATE________________

ODOMETER:  PRE-TRIP______________ POST-TRIP_______________ TOTAL MILES____________

DEPARTURE TIME___________________ RETURN TIME______________ TOTAL TIME__________

Requesting Personal Leave? _____ Y/N  If Yes, how many? _____ Substitute Driver ___________________________________

TO BE FILLED IN BY SCHOOL SECRETARY/ACCOUNTANT
TRIP TO BE PAID BY:_____________________________________________________________________


FUEL COSTS:

TOTAL MILES___________ X $___________ = $_______________









(cost per mile)


DRIVER WAGES:
TOTAL HOURS __________ X $___________ = $_______________ (plus fringes)








(cost per hour)

(There is a minimum of $20.00 per trip.  If a substitute has to be paid for a regular driver, subtract 1-1/2 hours from total hours)

SCHOOL SECRETARY/ACCOUNTANT’S SIGNATURE __________________________________ DATE ________________

TRIP APPROVAL

Sponsor

_________________________________________

Date ___________________

Principal
_________________________________________

Date ___________________

Director Transp _________________________________________

Date ___________________

Director Sec/Ele _________________________________________

Date ___________________

Superintendent __________________________________________

Date ___________________

Sponsor shall make four (4) copies when seeking approval.  All copies should be sent to the school principal, transportation director, and the superintendent.  Upon boarding the bus for departure, each driver shall be given a copy.  Drivers will complete their portion of the form and return it to the sponsor upon return from trip.  Sponsor should then give completed copies to the school secretary/accountant by the beginning of the next working day.  (Revised 03/06/02)

